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COURSE SYLLABUS
I. Course title: BUSINESS COMMUNICATION 2
II. Course code: QTE168.1
III. Course credits: 1
IV. Course prerequisites
Learners are supposed to have completed the following courses: Business Communication 1.
V. Course overview
This course help you to develop English communication skills for better at your current or future work. The course helps learners develop their business English by way of focusing on listening and speaking in the business environment. Throughout the course, you will both cultural considerations and other functions used at work, which help you be able to communicate better in English.
VI. Course contents

	Module
	Contents

	1
	Cultural diversity and socializing


	2
	Telephoning

	3
	Presentations

	4
	Meetings
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Assessment Criteria

Percent	

Note





     Midterm (A1)

30%	


     Final test (A3)	      70%




Passing grade: 5/10
Course policies on learning and assessment
1. The course will be conducted in different modes including lecturing, discussion, practice, and group presentation.

2. Attendance in all sessions is strongly recommended. Participants are required to give advance notice of their absence in case of illness or any other situations. However, they must attend at least 80% of the sessions in order to pass the course.

3. Participants are expected to be well prepared and take an active role in class discussions and work collaboratively with their peers.
4. Failure of the assignment will be imposed as a penalty for cheating and plagiarism.
5. For late submitted work, 10% of the component grades will be deducted per day.
VII. Readings:
1. Required readings
Simon Sweeney (2003), English for Business Communication, CUP.
VIII. Course goals
CG1: Students will learn to recognize how culture affects the current working environment through reading and analyzing different reading passages and authentic scenarios.
CG2: Students will learn how to effectively communicate in the workplace face to face or via the telephone.
CG3: Student will improve their presentation skills in business context through practicing presenting business plans and business trends and results.

IX. Course Learning Outcomes:
	
	
COURSE LEARNING OUTCOMES (CLOS) 
BY THE END OF THIS COURSE, STUDENTS WILL BE ABLE TO
	Course goals
	Assessment methods

	
1. KNOWLEDGE
	1. 1.1 Fundamental knowledge of business communication 
1.1.1 Identify and analyze how cultures affect the workplace
1.1.2 Describe, recognize working with different cultures
2. 
3. 1.2 Practical application 
I.2.1 Successfully demonstrate the understanding of face to face communication and communication on telephone.


	CG1





CG1


CG2
	Presentation A2




Teamwork A2
Presentation A2 (individual and pair)

	2. PROFESSIONAL SKILLS 
	2.1. Perception 
2.1.1. Be able to identify different types of communication.
	
2.2  Production 
2.2.1. Able to do different types of presentation in business context and effectively communicate in the workplace. 



	CG1 




CG2 + CG3 
	Tests A1, A3
Quizzes A2






Teamwork A2
Presentation A2 (individual and pair)

	3. TRANSFERABLE SKILLS AND ATTITUDES


	3.1 Use of ICT : apply ICT skills to effectively
3.1.1 find suitable presentations in business context relevant to the syllabus.
3.2.1 practice working with powerpoint program and other relevant applications 

3.2 Autonomy 
3.2.1 develop an ability to work independently.
3.2.2 develop an ability to self-direct their learning.

3.3 Analytical, critical and creative thinking skills
3.3.1 critically analyze and judge the reliability and validity of different learning sources.
3.3.2 make evaluation of their peers’ and own performances.

3.3.3 demonstrate creatively in their performances  

3.4 Teamwork and communication 
3.4.1 foster an array of team working skills  
3.4.2 collaboratively learn with others in face-to-face communication 

3.5.  Positive attitudes towards learning reading comprehension
3.5.1. Foster a positive view towards making mistake, seeing it as a natural stage of learning a language 
	
3.5.2. Design and engage in a self-study program outside the classroom context. 

3.6.  Cultural awareness 
3.6.1. Show an awareness of the cultural and dialectal/national differences in the use of English.
3.6.2. Develop the understanding that the emphasis should be on the communicative purposes and learners should be not burdened to sound ‘native-like’. 
	CG1


















CG3
	Presentations A2







Quizzes A2










N/A



X. Detailed course contents

	Sections
	
Topics
	Required readings
	
Teaching and learning activities
	Assessment tasks

	1
	· Module 1: Cultural diversity and socializing
Unit 1: Building a relationship
	Reading 1:
Eye Contact, pp.
1-2
	· Lecture
· Practice / discussion: How is eye contact important in your culture? How is it useful when doing business?
· Listening and speaking (small talk)
	
A2

	2
	· Module 1: Cultural diversity and socializing
	Reading 1:
The impact of culture on business, pp.
	· Lecture
· Practice / Discussion: Find out and discuss at least 1 example of an impact of a particular cultural aspect on the success and/or failure on business.
· Listening and speaking (eating out)
	A2




	Sections
	
Topics
	Required readings
	
Teaching and learning activities
	Assessment tasks

	
	
	8-9

	
	

	3
	· Module 2: Telephoning
Unit 3: Could I leave a message
	
	- Lecture
	A2

	
	
	
	- Listening and speaking
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	4
	· Module 2: Telephoning
· Unit 4: Good to hear from you again
	Reading 1: Telephoning across cultures
	- Lecture.
	A2

	
	
	, pp. 26
	· Practice: Listening and Speaking: Making arrangements on the phone. 

	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	Sections
	
Topics
	Required readings
	
Teaching and learning activities
	Assessment tasks

	
	
	
	
	

	5
	· Module 2: Telephoning
· Unit 5: Unfortunately, there is a problem
	Reading 1: Cross- cultural communication on the telephone, p.p. 35-36
	· Lecture
· Practice: Listening and speaking: handling a complaint on the phone.
	A2

	
	
	

	
	

	6
	· Module 3: Presentations
Unit 6: Planning and getting started
	Reading 1:

pp. 44


	· Lecture
· Practice 1: Listening and speaking: the Introduction

	A2

	7
	· Module 3: Presentations
Unit 7: Image, impact and making an impression
	
	· Lecture: Talking about the content of visual aids
· Practice: Listening and speaking: describe different types of charts
	A2

	
	
	

	
	




	Sections
	
Topics
	Required readings
	
Teaching and learning activities
	Assessment tasks

	8
	· Module 3: Presentations
Unit 8: The middle of the presentation
	Reading 1, pp. 63-64
	· Lecture
· Practice: Listening and speaking: Use linking expressions to connect the different parts of the talk
	A2

	9
	· MIDTERM TEST
	
	· 
	A1

	10
	· Module 3: Presentations
· Unit 9: The end is near … this is the end
	
	· Lecture
· Practice 1: Listening and speaking: Summarizing and concluding.

	A2

	11
	· Module 4: Meetings
Unit 10: Making meetings effective
	
	· Lecture
· Practice: Listening and speaking: Work in groups of 4, decide on a chair and have a brief meeting using an assigned situation. 

	A2

	12
	· Module 4: Meetings
Unit 11: Sorry to interrupt … but
	Reading 1
pp. 87



	· Lecture
· Practice: Listening and speaking: sharing your views on a certain of contemporary topics.

	A2




	Sections
	
Topics
	Required readings
	
Teaching and learning activities
	Assessment tasks

	13
	Consolidation
	
	
	A2

	
	FINAL TEST
	
	
	A3


* Note: The Schedule is subject to revision.

Revision date: April 18, 2020			Department of English

Reviser
TRUONG DOAN MAN, M.A

Head

image1.png
I




image2.jpeg




